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1.  Authentication 

1.1. Self Registration 

Applicable Roles 
Customer 

Summary 
Use this process to self-register and create an account on the EPS system. 

Process 
1.1.1. Upon navigating to the EPS web site, you will be presented with the 

Login page (Figure 1-5).  Click the “Register!” link.  

 
Figure 1-1.  Login Page 

1.1.2. The self-registration page will be displayed (Figure 1-2).  Supply the 
information and click the Submit button. 
Note: Required fields are denoted by * and must be supplied before the information 

can be saved. 
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Figure 1-2.  Self-Registration Page 

1.1.3. If user accounts with the email address you specified already exist in 
the system, a list of those accounts will be displayed on the screen 
(Figure 1-3).  If one of the listed accounts is an account you have 
used previously and would like to reuse, click the “Reset Password” 
corresponding to that account.  The password will be reset and an 
email will be sent to the specified email address with the username 
and new temporary password.  The password will need to be 
changed upon login. 

1.1.4. If user accounts with the email address you specified already exist in 
the system, a list of those accounts will be displayed on the screen 
(Figure 1-3).  You can continue to create a new account by clicking 
the “Continue Creating New Account” button located beneath the 
table. 
Note:  Clicking the Cancel button will return to user to a blank self-registration 

page. 
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Figure 1-3.  Self-Registration Page 

1.1.5. If you have created a new account, or reset the password on an 
existing account, you will be redirected to the Password Change page 
(Figure 1-4).  This page requires that you supply the password that 
was sent to the email address you specified, and requires that you 
enter a new password for your account.  After supplying a new 
password, you will be redirected to the login page. 
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Figure 1-4.  Password Change Page 

1.2. Login 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to login to the EPS system. 

Process 
1.2.1. Upon navigating to the EPS web site, you will be presented with the 

Login page (Figure 1-5).  Supply your username and password and 
click the Login button.   
Note:  Passwords are case sensitive. 

1.2.2. Checking the “Log me in automatically when I return to EPS” 
checkbox will store your login credentials on the local computer 
(Figure 1-5).  It is recommended that this option be chosen only if you 
are using the computer from which you will typically access the EPS 
site, and if you are sure that no other user will access EPS from the 
same computer.  You must click the Logout link on the site to remove 
the login credentials stored on the local computer. 
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Figure 1-5.  EPS Login Screen 

1.2.3. Upon a successful login, you will be redirected to the EPS Home 
Page (Figure 1-6).  If your username and password cannot be 
confirmed by the system, you will be redirected to the Login screen 
(Figure 1-7). 
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Figure 1-6.  EPS Home Page 
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Figure 1-7.  Invalid Login Screen 

1.3. Logout 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to logout of the EPS system and to remove any stored login 
credentials from the local computer. 

Process 
1.3.1. To logout of the system, click the logout link in the main menu (Figure 

1-8). 
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Figure 1-8.  EPS Home Page 

1.4. Password Reset 

Applicable Roles 
Customer 
Customer Admin 

Summary 
In case of a forgotten password, use this process to reset your password. 

Process 
1.4.1. To reset a forgotten password, click the “Forget your password?” link 

on the login page (Figure 1-9). 
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Figure 1-9.  Login Page 

1.4.2. The password reset page will appear (Figure 1-10).  Enter your email 
address that is on file with your account.  Click the submit button.  If 
an account was found, an email will be sent to the email address with 
your username and new temporary password.  The password will 
need to be changed upon login. 
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Figure 1-10.  Password Reset Page
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2. Search 

2.1. Search 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Search screen allows users to search for all permits and applications 
they have entered in the EPS system. 

Process 
2.1.1. The search can be narrowed by supplying criteria values.  Partial text 

may be entered as search criteria for all text boxes except the 
Submission date (Figure 2-1). 
Example: To find all Applications/Permits with "PL" in the Permit Number, simply 

enter "PL" in the Permit Number text box and click the Search button.  No 
wildcards are required. 

2.1.2. There is a checkbox on the Search screen that allows a user to 
search for all permits and applications for the user‟s same company.  
It will say „Include all from Company Name' (Figure 2-1).  When this is 
checked, all applications and permits submitted by any user from that 
company will be included in the search.  Some functionality will not be 
available for „rest-of-company‟ applications / permits.  This includes 
writing / replying to messages, adding new attachments, extension 
requests.  

2.1.3. The search results are sorted by submission date in descending order 
(Figure 2-1). 
Note:  Clicking the Reset button will reset the page and clear the search criteria 

and results. 

2.1.4. To view the details of a given application or permit in the results list, 
click on the Tracking Number or Permit Number link in the first 
column.  This will display the Application/Permit Details page for the 
selected item (Figure 2-2).  

2.1.5. Applications with a status of Entered may appear in the results list 
(Figure 2-1).  Instead of displaying the details of the application when 
the Tracking Number is clicked, the first screen of the application 
process (Applicant's Acceptance Agreement) is displayed (Figure 
2-3).  This allows users to continue with the submission process of a 
new application that was previously entered, but not yet submitted. 
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Figure 2-1.  Search Page with Results 
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Figure 2-2.  Application / Permit Detail Page 
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Figure 2-3.  Applicants Acceptance Agreement 
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3. Applications 

3.1. Create New Application (for non consulting firms) 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to apply for a permit. 

Process 
3.1.1. To begin the application process, click the Create New Application 

link on the menu.  The Applicant‟s Acceptance Agreement page 
(Figure 3-1) will be displayed.  The applicant must accept the 
agreement before the application can be started. 
Note:  Clicking the cancel button will return the user to the EPS home page without 

saving any information. 

 
Figure 3-1.  Applicant's Acceptance Agreement 
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3.1.2. Once the Acceptance Agreement is accepted, the user will be 
prompted to enter the type of permit for which he is applying (Figure 
3-2).  When the Permit Type is changed, the page will refresh with 
appropriate permit codes.  For a description of the permit types and 
codes, see the text below the drop downs.  Once the correct permit 
type and code are selected, click the Next button to proceed with the 
application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-2.  Select Permit Type and Permit Code Page 
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3.1.3. If the selected permit type and permit code is a Commercial Driveway 
(major or minor) or a Public Road Approach (major or minor), the 
Checklist for Commercial Driveways will be displayed (Figure 3-3).  
This page is merely informational, and provides guidelines to the 
permittee regarding the information needed for driveway permits.  
Click the Next button to proceed with the application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-3.  Checklist for Commercial Driveways Page 
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3.1.4. The next page is a map of the state of Indiana (Figure 3-4).  Select a 
district within the state where the work is to be performed by clicking 
the map in the approximate location of the work.  Each colored 
section represents a district within the state.  Select a district by 
clicking within the boundaries of the desired district.   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 

 
Figure 3-4.  State Map Page 
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3.1.5. After choosing a district by clicking on the state map, the district map 
will be displayed (Figure 3-5).  The red lines on the district map 
correspond to county boundaries.  The blue dotted lines on this map 
represent the subdistrict areas.  Select the subdistrict in which the 
work will be performed by clicking within the subdistrict‟s boundaries 
on the map.   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 

 
Figure 3-5.  District Map Page 
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3.1.6. The next step in the application process is the Application Details 
Page (Figure 3-6).  This page will reflect some of the information 
selected in previous screens, such as Permit Type, Permit Code, 
District, and Subdistrict, and will have related information, such as the 
Investigator‟s name, phone number and the permit fee.  The 
remaining information must be supplied by the user. 
Note: Required fields are denoted by * and must be supplied before the user can 

be saved. 
Note: To aid the permit application approval process, this page should be filled out 

as completely as possible. 

3.1.7. The project location should be identified from the nearest state road 
intersection and from the nearest city street or county road 
intersection. 
Example:  2 miles south of US-40 and 150 ft. north of Davis Rd. 

3.1.8. The Road Number text box requires a specific formatting of the data.  
The first character(s) should indicate road type, followed by a dash (-
), followed then by the road number.  If the format is not correct, an 
error message will be displayed when you click the 'Next' button. 
Examples:  SR-37, I-70, US-40.   

3.1.9. For help on entering the correct Road Reference Points, click on the 
Create New Application - Details Help link located in the upper right 
hand corner of the website.  This will open help text in a new window 
(Error! Reference source not found.).  Scroll the help text to the 
Details section of the Create Offline Application process.  Look for a 
link to the Indiana Department of Transportation – Publications 
website where you will find more information on the Roadway 
Referencing System.  

 

http://localhost/EPSI/help/help.aspx
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3.1.10. The next step in an Application Details page.  This page will reflect 

some information selected in previous screens such as Permit Type, 
Permit Code, District and Subdistrict, and will have related information 
such as the investigator name, phone number and the Permit Fee.  
All other information should be filled out by the user. 
 
The Project location should be identified from the nearest state road 
intersection and from the nearest city street or county road 
intersection (i.e. 2 miles south of US-40 and 150 ft. north of Davis Rd) 
 
To help process, this page should be filled out as completely as 
possible – however, there are only two fields that require the user to 
enter data in order to go to the next screen.  These are indicated by a 
“*” character. 
 
The Road Number text box requires a specific formatting of the data – 
the first character(s) should indicate road type, followed by a dash (-), 
then the road number.  Examples of the format are: SR-37, I-70, US-
40.  If the format is not correct, an error message will be displayed 
when you hit the next button. 
 
For help on entering the correct Road Reference Points, click the link 
on the screen, to the right of the Start RRP: text box, that says “Click 
for RRP Info”. 
 
When the information is provided, click the Next button to proceed 
with the application (Figure 3-6).   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 



Page 3-8  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

 
Figure 3-6.  New Application Details Page 
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3.1.11. If the chosen Permit Code is Major Commercial Driveway or Minor 
Commercial Driveway, the next page contains some questions 
regarding the driveway (Figure 3-7).  Answer the questions and click 
the Next button to proceed with the application.   
Note: Required fields are denoted by * and must be supplied before the permit 

application can be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   

 
Figure 3-7.  Commercial Driveway Details Page 



Page 3-10  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

3.1.12. The next screen will ask for Applicant information (Figure 3-8).  All 
information should be completed or updated where necessary.  
Information saved on this screen will only affect the current 
application.  Click the Next button to proceed with the application. 
Note: Required fields are denoted by * and must be supplied before the user can 

be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-8.  Applicant Information Page 
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3.1.13. If you are required to have a bond before work begins, the next 
screen will ask for the Bond information (Figure 3-9).  All information 
should be completed or updated where necessary.  Information saved 
on this screen will only affect the current application.  Click the Next 
button to proceed with the application. 
Note: Required fields are denoted by * and must be supplied before the information 

can be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-9.  Bond Information Page 
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3.1.14. The next screen will allow you to upload files needed to support the 
application (Figure 3-10.  Attach Files Page).  The page may suggest 
the files that should be uploaded for the application.  Each file 
uploaded must be in PDF format and cannot exceed 5MB in size. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 

 
Figure 3-10.  Attach Files Page 

3.1.15. To attach a file, click the Browse button.  A new window will appear 
that will allow you to navigate to the file to upload (Figure 3-11).  
Navigate to and select the file to upload.  Click the Open button to 
select the file and return to the website.   
Note:  Only one file can be uploaded a time through this window. 
Note:  Clicking the cancel button on this window will close the window without 

selecting a file to upload. 
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Figure 3-11.  File Selection Window 

3.1.16. Once you have selected a file and supplied the file title, click the Add 
File button to upload the file and store it with the application. 
Note:  Clicking the Reset button will reset the form fields to their default values. 

3.1.17. Once all the necessary files have been uploaded, click the Next 
button to continue with the application process. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button 
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3.1.18. The next page will allow you to review the application before 
submission (Figure 3-12).  This page also displays the application fee 
(if not waived) that must be collected before the application can be 
submitted.  Click the Submit button to submit the application. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-12.  Review and Submit Page 

3.1.19. To review the permit application, click the Review button.  A new 
window will open which will display the application PDF generated by 
the application process through the website (Figure 3-13). 

Note:  To close this window, click the X located in the upper right corner. 
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Figure 3-13.  Application Review PDF 



Page 3-16  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

3.1.20. Click the Submit button on the Review and Submit page (Figure 3-12) 
will submit your payment for the permit and will send the permit to 
INDOT for review once payment is received.  The Submission 
Confirmation page (Figure 3-14) will indicate if the payment was 
successfully received and if the permit was successfully submitted to 
INDOT. 
Note:  Click the OK button to return to the EPS Home Page.   

 
Figure 3-14.  Submission Confirmation Page 



Page 3-17  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

3.2. Create New Application (for consulting firms) 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to apply for a permit. 

Process 
3.2.1. To begin the application process, click the Create New Application 

link on the menu.  The Applicant‟s Acceptance Agreement page 
(Figure 3-15) will be displayed.  The applicant must accept the 
agreement before the application can be started. 
Note:  Clicking the cancel button will return the user to the EPS home page without 

saving any information. 

 
Figure 3-15.  Applicant's Acceptance Agreement 
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3.2.2. Once the Acceptance Agreement is accepted, the user will be 
prompted to enter the type of permit for which he is applying (Figure 
3-16).  When the Permit Type is changed, the page will refresh with 
appropriate permit codes.  For a description of the permit types and 
codes, see the text below the drop downs.  Once the correct permit 
type and code are selected, click the Next button to proceed with the 
application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-16.  Select Permit Type and Permit Code Page 
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3.2.3. If the selected permit type and permit code is a Commercial Driveway 
(major or minor) or a Public Road Approach (major or minor), the 
Checklist for Commercial Driveways will be displayed (Figure 3-17).  
This page is merely informational, and provides guidelines to the 
permittee regarding the information needed for driveway permits.  
Click the Next button to proceed with the application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-17.  Checklist for Commercial Driveways Page 
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3.2.4. The next page is a map of the state of Indiana (Figure 3-18).  Select a 
district within the state where the work is to be performed by clicking 
the map in the approximate location of the work.  Each colored 
section represents a district within the state.  Select a district by 
clicking within the boundaries of the desired district.   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 

 
Figure 3-18.  State Map Page 
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3.2.5. After choosing a district by clicking on the state map, the district map 
will be displayed (Figure 3-19).  The red lines on the district map 
correspond to county boundaries.  The blue dotted lines on this map 
represent the subdistrict areas.  Select the subdistrict in which the 
work will be performed by clicking within the subdistrict‟s boundaries 
on the map.  
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 

 
Figure 3-19.  District Map Page 
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3.2.6. Consulting firms need to specify whom they are working on behalf of 
(Figure 3-20).  If the consultant is working on behalf of a client who is 
eligible for waived permit fees, the consultant should choose their 
client from the top drop down.  If the client is not listed in this drop 
down and the consultant feels that it should be, the consultant should 
contact INDOT to have their client added. 

3.2.7. If the consulting firm is working on behalf of a client who is not eligible 
for waived fees, the consultant should choose his client from the 
second drop down, or if the client is not listed in this drop down, the 
consultant should type the client‟s name in the text box. 

3.2.8. If the client does exist in either of the drop downs, the third drop down 
will refresh with the names of registered users associated with the 
client company.  If the contact at the client company is listed in this 
drop down, the consultant should choose this user from the drop 
down. 

 
Figure 3-20.  Consultant Work on Behalf of Page 
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3.2.9. The next step in the application process is the Application Details 
Page (Figure 3-21).  This page will reflect some of the information 
selected in previous screens, such as Permit Type, Permit Code, 
District, and Subdistrict, and will have related information, such as the 
Investigator‟s name, phone number and the permit fee.  The 
remaining information must be supplied by the user. 
Note: Required fields are denoted by * and must be supplied before the user can 

be saved. 
Note: To aid the permit application approval process, this page should be filled out 

as completely as possible. 

3.2.10. The project location should be identified from the nearest state road 
intersection and from the nearest city street or county road 
intersection. 
Example:  2 miles south of US-40 and 150 ft. north of Davis Rd. 

3.2.11. The Road Number text box requires a specific formatting of the data.  
The first character(s) should indicate road type, followed by a dash (-
), followed then by the road number.  If the format is not correct, an 
error message will be displayed when you click the 'Next' button. 
Examples:  SR-37, I-70, US-40.   

3.2.12. For help on entering the correct Road Reference Points, click on the 
Create New Application - Details Help link located in the upper right 
hand corner of the website.  This will open help text in a new window 
(Error! Reference source not found.).  Scroll the help text to the 
Details section of the Create Offline Application process.  Look for a 
link to the Indiana Department of Transportation – Publications 
website where you will find more information on the Roadway 
Referencing System.  

http://localhost/EPSI/help/help.aspx
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3.2.13. The next step in an Application Details page.  This page will reflect 

some information selected in previous screens such as Permit Type, 
Permit Code, District and Subdistrict, and will have related information 
such as the investigator name, phone number and the Permit Fee.  
All other information should be filled out by the user. 
 
The Project location should be identified from the nearest state road 
intersection and from the nearest city street or county road 
intersection (i.e. 2 miles south of US-40 and 150 ft. north of Davis Rd) 
 
To help process, this page should be filled out as completely as 
possible – however, there are only two fields that require the user to 
enter data in order to go to the next screen.  These are indicated by a 
“*” character. 
 
The Road Number text box requires a specific formatting of the data – 
the first character(s) should indicate road type, followed by a dash (-), 
then the road number.  Examples of the format are: SR-37, I-70, US-
40.  If the format is not correct, an error message will be displayed 
when you hit the next button. 
 
For help on entering the correct Road Reference Points, click the link 
on the screen, to the right of the Start RRP: text box, that says “Click 
for RRP Info”. 
 
When the information is provided, click the Next button to proceed 
with the application (Figure 3-21).   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 
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Figure 3-21.  New Application Details Page 
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3.2.14. If the chosen Permit Code is Major Commercial Driveway or Minor 
Commercial Driveway, the next page contains some questions 
regarding the driveway (Figure 3-22).  Answer the questions and click 
the Next button to proceed with the application.   
Note: Required fields are denoted by * and must be supplied before the permit 

application can be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.  

 
Figure 3-22.  Commercial Driveway Details Page 
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3.2.15. The next screen will ask for Applicant information (Figure 3-23).  All 
information should be completed or updated where necessary.  
Information saved on this screen will only affect the current 
application.  Click the Next button to proceed with the application. 
Note: Required fields are denoted by * and must be supplied before the user can 

be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-23.  Applicant Information Page 
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3.2.16. If you are required to have a bond before work begins, the next 
screen will ask for the Bond information (Figure 3-24Figure 3-9).  All 
information should be completed or updated where necessary.  
Information saved on this screen will only affect the current 
application.  Click the Next button to proceed with the application. 
Note: Required fields are denoted by * and must be supplied before the information 

can be saved. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-24.  Bond Information Page 
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3.2.17. The next screen will allow you to upload files needed to support the 
application (Figure 3-25).  The page may suggest the files that should 
be uploaded for the application.  Each file uploaded must be in PDF 
format and cannot exceed 5MB in size. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 

 
Figure 3-25.  Attach Files Page 

3.2.18. To attach a file, click the Browse button.  A new window will appear 
that will allow you to navigate to the file to upload (Figure 3-26).  
Navigate to and select the file to upload.  Click the Open button to 
select the file and return to the website.   
Note:  Only one file can be uploaded a time through this window. 
Note:  Clicking the cancel button on this window will close the window without 

selecting a file to upload. 
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Figure 3-26.  File Selection Window 

3.2.19. Once you have selected a file and supplied the file title, click the Add 
File button to upload the file and store it with the application. 
Note:  Clicking the Reset button will reset the form fields to their default values. 

3.2.20. Once all the necessary files have been uploaded, click the Next 
button to continue with the application process. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button 
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3.2.21. The next page will allow you to review the application before 
submission (Figure 3-27).  This page also displays the application fee 
(if not waived) that must be collected before the application can be 
submitted.  Click the Submit button to submit the application. 
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved.   
Note:  To return to the previous page in the application, click the Previous button. 

 
Figure 3-27.  Review and Submit Page 

3.2.22. To review the permit application, click the Review button.  A new 
window will open which will display the application PDF generated by 
the application process through the website (Figure 3-28). 

Note:  To close this window, click the X located in the upper right corner. 
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Figure 3-28.  Application Review PDF 
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3.2.23. Click the Submit button on the Review and Submit page (Figure 3-27) 
will submit your payment for the permit and will send the permit to 
INDOT for review once payment is received.  The Submission 
Confirmation page (Figure 3-29) will indicate if the payment was 
successfully received and if the permit was successfully submitted to 
INDOT. 
Note:  Click the OK button to return to the EPS Home Page.   

 
Figure 3-29.  Submission Confirmation Page 

3.3. View Applications 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This is the primary listing of all applications on the logged in user‟s list and 
serves as the home page for the EPSI site.  For an application to appear on 
this list, the user must be in the community for the application.  An application 
must have one of the following statuses to appear in this list:  Submitted, 
Entered, In Progress – Pending Plate, In Progress – Pending Payment, or 
Denied.  
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Process 
3.3.1. The Applications listing is initially filtered to show all applications, 

regardless of status.  (Figure 4-1). 
3.3.2. To view applications in a different status, choose the desired status 

from the Application Status dropdown list at the top of the page 
(Figure 4-1).  When the status dropdown is changed, the page will 
refresh to display the updated list.  No additional button click is 
necessary. 

3.3.3. The Applications listing will only display the Tracking Number in the 
first column, as a Permit Number is not assigned until the application 
has been approved (Figure 4-1). 

4. To view the details of a given application in the list, click on 
Tracking Number link in the first column of the Applications 
(Figure 4-1).  This will display the Application/Permit Details 
page for the selected item (Figure 4-2).  For additional 
information on the Application/Permit Details Page, see 
Section 1
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4.1.1. Application / Permit Details in this document. 

 
Figure 4-1.  Applications Listing Page 
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Figure 4-2.  Application Permit Details Page 
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5. Permits 

5.1. Active Permits 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This is the primary listing of all permits on the logged in user‟s list.  For a 
permit to appear on this list, the user must be in the community for the permit.  
A permit will have one of the following statuses to appear in this list: Active, 
and Active – Does not Comply. 

Process 
Note that customers will only see applications or permits that they submitted - 
users will not be able to see what others have submitted. 
5.1.1. The list is shows only those permits with a status of Active or Active – 

Does not Comply (Figure 5-1). 
5.1.2. To view the details of a given permit in the list, click on the Permit 

Number link in the first column.  This will display the 
Application/Permit Details page for the selected item (Figure 5-2).  
For additional information on the Application/Permit Details Page, see 
Section 1 
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5.1.3. Application / Permit Details in this document. 

 
Figure 5-1.  Active Permits Listing 
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Figure 5-2.  Application / Permit Detail Page 

5.2. Expired Permits 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This is the primary listing of all permits on the logged in user‟s list that have 
expired.  For a permit to appear on this list, the user must be in the 
community for the permit and the permit must have expired. 
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Process 
Note that customers will only see applications or permits that they submitted - 
users will not be able to see what others have submitted. 
5.2.1. The list is shows only those permits which have expired (Figure 5-3). 
5.2.2. To view the details of a given permit in the list, click on the Permit 

Number link in the first column.  This will display the 
Application/Permit Details page for the selected item (Figure 5-4).  
For additional information on the Application/Permit Details Page, see 
Section 1 
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5.2.3. Application / Permit Details in this document. 

 
Figure 5-3.  Expired Permit Listing 
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Figure 5-4.  Application / Permit Details Page 

5.3. Cancelled Permits 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This is the primary listing of all permits on the logged in user‟s list that have 
been cancelled.  For a permit to appear on this list, the user must be in the 
community for the permit and the permit must have a status of Cancelled. 
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Process 
Note that customers will only see applications or permits that they submitted - 
users will not be able to see what others have submitted. 
5.3.1. The list is shows only those permits that have a status of cancelled 

(Figure 5-5). 
5.3.2. To view the details of a given permit in the list, click on the Tracking 

Number link in the first column.  This will display the 
Application/Permit Details page for the selected item (Figure 5-6).  
For additional information on the Application/Permit Details Page, see 
Section 1
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5.3.3. Application / Permit Details in this document. 

 
Figure 5-5.  Cancelled Permits Listing 
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Figure 5-6.  Application / Permit Details Page 
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6. Reports 

6.1. Permit Reconciliation Report 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Permit Reconciliation Report allows users to list all submitted permit 
applications that were issued between two specific dates for the company of 
the person who is logged in to the system.  

Process 
6.1.1. To use the Permit Reconciliation Report (Figure 6-1), supply a “From” 

date and a “To” date in the appropriate text boxes and choose a 
column to sort by from the drop down list.  Click the “Submit” button to 
view the report. 

6.1.2. The report is first sorted by the field chosen by the user and then by 
the tracking number. 

6.1.3. To view the details of a given permit in the report list, click on the 
Tracking and/or Permit Number in the first column.  This will display 
the Application / Permit Details page for the selected item (Figure 
6-2).  For additional information on the Application/Permit Details 
Page, see Section 1
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6.1.4. Application / Permit Details in this document. 

 
Figure 6-1.  Permit Reconciliation Report 



Page 6-2  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

 
Figure 6-2.  Application / Permit Details Page 

6.2. Activity On Bond Report 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to view the activity on a bond.  This report is useful to 
determine how many active permits are covered by a particular bond number 
or bonding company. 
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Process 
6.2.1. To use the Activity On Bond Report (Figure 6-3), supply none, any or 

all of the search criteria.  Click the "Submit" button to view the report. 
Note:  Clicking the Reset button will reset the page and clear the search criteria 

and results. 

6.2.2. By default the report is sorted by status and date issued. 

 
Figure 6-3.  Activity On Bond Report (shown with results) 
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7. Transfers 

7.1. Transfers 

Applicable Roles (note: Transfers are only available to accessIndiana subscribers) 

Customer 
Customer Admin 

Summary 
Permits may need to be transferred between companies.  Follow this process 
to transfer permits from one company to another. 

Process 
7.1.1. To submit a transfer request, supply the information of the company 

that is to receive the permits.  Choose the permits to transfer by 
checking the checkbox next to the permit.  Click the Submit Request 
button to submit the transfer request (Figure 7-1). 
Note:  Clicking the Cancel button will return the user to the EPS Home Page 

without saving any information. 

7.1.2. For the transfer to be completed electronically, the new company / 
contact person must be a user of EPS, and INDOT must receive a 
letter from that company in the mail, confirming the transfer.  Once 
the request and the confirmation letter have been received, the 
transfer can be completed by INDOT. 

 
Figure 7-1.  Transfer Permit Page 
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8. Administration 

8.1. Customer Admin (Create or Edit a User) 

Applicable Roles 
Customer Admin 

Summary 
Use the customer admin process to maintain user accounts associated with 
your company. 

Process 
8.1.1. From the menu, click the Customer Admin link to display the 

Customer Admin main page (Figure 8-1). 

 
Figure 8-1.  Customer Admin Main Page 

8.1.2. The Customer Admin main page (Figure 8-1) displays a list of EPS 
user accounts associated with your company.  To create a new 
account, click the New button.  To edit any information of an existing 
account, click the Edit button corresponding to the account.  The 
Customer Details page will be displayed (Figure 8-2). 
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Figure 8-2.  Customer Details Page 

8.1.3. Supply or modify the necessary information and click the Submit 
button to save the user account information.   
Note:  The Username must be unique, and once saved, cannot be changed.  
Note:  The subscriber name must be unique within all active users on the EPS 

system.  The subscriber name was given to your company from 
accessIndiana when the subscriber account was created.  Please contact 
accessIndiana with any concerns regarding subscriber names.   

Note:  When choosing a role, please be aware that the Customer Admin role 
allows the user to modify other user accounts within your company, and 
also allows the user to modify the company information.  The customer role 
only allows the user to modify his account information only. 

Note:  Required fields are denoted by * and must be supplied before the 
information can be saved. 

Note:  Clicking the Cancel button will return the user to the Customer Admin main 
page without saving the information. 

8.1.4. To deactivate a user‟s account (deny them access to EPS), check the 
Inactive checkbox. 

8.1.5. Primary Contacts are modified through the Company Admin screen.  
The Primary Contact must have a Customer Admin role. 

8.2. Customer Admin (Delete a User) 

Applicable Roles 
Customer Admin 
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Summary 
Use the customer admin process to delete user accounts associated with 
your company. 

Process 
8.2.1. From the menu, click the Customer Admin link to display the 

Customer Admin main page (Figure 8-5). 

 
Figure 8-3.  Customer Admin Main Page 

8.2.2. The Customer Admin main page (Figure 8-5) displays a list of EPS 
user accounts associated with your company.  To delete a user 
account associated with your company, click the Delete button 
corresponding to the user. 
Note:  The Primary Contact cannot be deleted.  To delete the Primary Contact’s 

account you must first specify a new primary contact through the Company 
Admin process. 

8.2.3. After clicking the delete button for a user who is not the primary 
contact, a confirmation window will appear (Figure 8-4).  Click OK to 
proceed with the deletion. 
Note:  Clicking Cancel will return the user to the Customer Admin main page and 

will not delete the user.  
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Figure 8-4.  Delete Confirmation Window 

8.3. Customer Admin (Replace a User on Existing Permits) 

Applicable Roles 
Customer Admin 

Summary 
Use this process to replace users within your company on existing permits. 

Process 
8.3.1. From the menu, click the Customer Admin link to display the 

Customer Admin main page (Figure 8-5). 

 
Figure 8-5.  Customer Admin Main Page 

8.3.2. Click the Replace User On Existing Permits link located on the 
Customer Admin main page (Figure 8-5).  The Permit Transfer page 
will be displayed (Figure 8-6). 
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Figure 8-6.  Permit Transfer Page 

8.3.3. On the Permit Transfer page (Figure 8-6), choose the user with 
permits to transfer from and the replacement user from the drop 
downs.  Click the Submit button to transfer the permits. 
Note:  Clicking the Cancel button will return the user to the EPS main page without 

saving the information. 

8.4. Company Admin 

Applicable Roles 
Customer Admin 

Summary 
Use this process to update the company information. 

Process 
8.4.1. From the menu, click the Company Admin link to display the 

Company Details page (Figure 8-5). 
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Figure 8-7.  Company Details Page 

8.4.2. Supply or modify the necessary information and click the Submit 
button to save the company information. 
Note:  The Contact Person must first have an account on EPS.  To create this 

account, follow the steps outlined in Section 8.1 Customer Admin (Create or 
Edit a User) of this document. 

Note:  Required fields are denoted by * and must be supplied before the 
information can be saved. 

Note:  Clicking the Cancel button will return the user to the EPS main page without 
saving the information. 

8.4.3. The Bond Required, Is Fee Waived, and Is a Consulting Firm fields 
cannot be modified by the customer, they can only be changed by 
INDOT personnel.  If you believe there is an error with these fields, 
contact INDOT. 
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8.5. User Admin 

Applicable Roles 
Customer  

Summary 
Use this process to update the details of your account. 

Process 
8.5.1. From the menu, click the User Admin link to display the User Details 

page (Figure 8-8). 

 
Figure 8-8.  User Details Page 

8.5.2. Supply or modify the necessary information and click the Submit 
button to save the information. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS main page without 

saving the information. 
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9. Application / Permit Details 

9.1. Details 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The App/Permit Details page displays information for the selected submitted 
application or permit.  From this page, the user will have the ability to 
navigate to view several aspects of the current application or permit. 

Process 
9.1.1. Access the Application / Permit Details page (Figure 9-1) by clicking a 

tracking number or permit number of any submitted permit throughout 
the site. 

9.1.2. Permit information, project information, bond information, and 
applicant Information for the application or permit are all visible from 
this screen.  
Note:  Once an application has been submitted, it cannot be modified from the 

EPS site except through an addendum. 
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Figure 9-1.  Application / Permit Details Page 

9.2. Start and End Date 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Project Start and End Dates allow both INDOT Users and Customers to 
better track the beginning and end of work being done.   
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Process 
9.2.1. Access the Application / Permit Details page (Figure 9-2) by clicking a 

tracking number or permit number of any submitted permit throughout 
the site. 

 
Figure 9-2.  Application / Permit Details Page 

9.2.2. Click the Start and End Date link in the lower left navigation (Figure 
9-2) to access the Start and End Date Page (Figure 9-3). 
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Figure 9-3.  Start and End Date Page 

9.2.3. The Start and End Date Page (Figure 9-3) displays the start and end 
date for the permit.  These dates should be supplied at least five days 
before work is to begin.  Supply the start and end dates in 
mm/dd/yyyy format and click the Submit button. 

9.3. Messages 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Messages page will provide a list of all of the messages associated with 
the current application/permit. 

Process 
9.3.1. Access the Application / Permit Details page (Figure 9-4) by clicking a 

tracking number or permit number of any submitted permit throughout 
the site. 
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Figure 9-4.  Application / Permit Details Page 

9.3.2. Click the Messages link in the lower left navigation (Figure 9-4) to 
access the Messages Page (Figure 9-5). 
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Figure 9-5.  Messages Page 

9.3.3. To add new messages to the application / permit, click the "New 
Message" button.  Clicking the “New Message” button will cause the 
Message Entry page to appear (Figure 9-6).  A subject is required for 
each message.  Click Submit to add the message to the message 
center. 
Note:  Clicking Cancel will return to the Message Center without saving the 

message. 
Note:  Clicking Reset will reset the fields on the page. 
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Figure 9-6.  Message Entry Page 

9.3.4. The users will also have the option to view any displayed messages.  
Clicking on a message subject will take the user to the View Message 
page (Figure 9-7) where they can view the entire message and reply 
to the message, if desired. 
Note:  To return to the message center without responding to the message, click 

the Cancel button. 
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Figure 9-7.  View Message Page 

9.4. Files 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Files page will provide a list of all the attachments associated with the 
current application/permit.   

Process 
9.4.1. Access the Application / Permit Details page (Figure 9-8) by clicking a 

tracking number or permit number of any submitted permit throughout 
the site. 
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Figure 9-8.  Application / Permit Details Page 

9.4.2. Click the Files link in the lower left navigation (Figure 9-8) to access 
the Files Page (Figure 9-9). 
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Figure 9-9.  Files Page 

9.4.3. If the permit is in Entered or Submitted status, an attachment can be 
added to the application.  To attach a file to this permit, click the 
Browse button, which will open a Choose File window (Figure 9-10).  
Navigate to the file to attach, select the file, and click the Open button.  
The window will close and the file path of the file will appear in the 
File To Attach textbox. 
Note:  Only files with a type of .PDF and less than 2MB in size can be uploaded. 
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Figure 9-10.  Choose File Window 

9.4.4. Supply the File Title and click the Add File button to upload the file 
and attach it to the permit.  Once a file has been successfully added, 
it will appear in the File List and a message will be added to the 
message center. 
Note:  Clicking the reset button will reset the form elements and will not upload the 

file. 

9.4.5. To view a file on the File list, click the File Title link.  A new window 
will open to display the file. 

9.5. Print 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This process will allow users to view one or more parts of an application or 
permit in Acrobat Reader.  Most documents will be stored in PDF form, so 
Acrobat Reader is required to view the files, and is available for free 
download from the Internet. 

Process 
9.5.1. Access the Application / Permit Details page (Figure 9-11) by clicking 

a tracking number or permit number of any submitted permit 
throughout the site. 
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Figure 9-11.  Application / Permit Details Page 

9.5.2. Click the Print link in the lower left navigation (Figure 9-11) to access 
the Print Page (Figure 9-12). 
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Figure 9-12.  Print Page 

9.5.3. The documents that are generated by the system, such as Permits 
and Applications, will be displayed in the upper table on the page.  
The lower table will list attachments that were added by the customer 
or INDOT users as well as other attachments related to the 
application / permit, such as Compliance Reports. 
Note:  Some documents in the "Available Documents" section will only appear if 

they are currently available for the selected application or permit.  The 
"Additional Special Provisions" document would be an example of this type 
of document.  

9.5.4. To print a particular file, check the checkbox next to the file and then 
click the Print button.  A new window will appear with the file.  To print 
multiple files, check the checkbox next to each file and then click the 
Print button.  A new window will appear with all the chosen files 
(Figure 9-13). 
Note:  When printing an approved permit, an approval message should appear on 

each page of the permit.  
Note:  Clicking the Reset button will clear the selected checkboxes. 

9.5.5. To print all of the documents and attachments, click the Print All 
button. 
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Figure 9-13.  Print Document Window 

9.6. Create Addendum 

Applicable Roles 
Customer 
Customer Admin 

Summary 
This process allows the user to submit an addendum to the permit. 

Process 
9.6.1. Access the Application / Permit Details page (Figure 9-14) by clicking 

a tracking number or permit number of any submitted permit 
throughout the site. 
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Figure 9-14.  Application / Permit Details Page 

9.6.2. Click the Create Addendum link in the lower left navigation (Figure 
9-14) to access the Addendum Confirmation (Figure 9-15). 
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Figure 9-15.  Create Addendum Page 

9.6.3. Clicking the “I Agree” button will start the addendum process.  For 
information regarding the screens of the addendum process, see 
Section 3.1.  Create New Application in this document. 

9.7. Extension Request 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Customers can petition INDOT for extensions of their permits, if needed.   

Process 
9.7.1. Access the Application / Permit Details page (Figure 9-16) by clicking 

a tracking number or permit number of any submitted permit 
throughout the site. 



Page 9-17  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

 
Figure 9-16.  Application / Permit Details Page 

9.7.2. Click the Extension Request link in the lower left navigation (Figure 
9-16) to access the Addendum Confirmation (Figure 9-17). 
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Figure 9-17.  Extension Request Page 

9.7.3. On the Extension Request page, the user will need to enter the new 
Expiration Date and comments to INDOT explaining why the 
extension is being requested.  The original expiration date is visible at 
the top of the screen, where summary information is displayed about 
the permit (Figure 9-17).  Click the Submit button to send the 
extension request to INDOT. 
Note: Required fields are denoted by * and must be supplied before the information 

can be saved. 
Note:  Clicking the Cancel button on this page will return the user to the Application 

/ Permit Details page, and no information will be saved. 

9.8. Additional Charges 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Additional fees may be charged related to a permit, either for a permit type 
change, or for inspection fees.  The Additional Charges screen will show a 
summary of charges and payments and the current balance.  
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This is not meant to be an 'official' accounting system, but rather to provide a 
place to record financial activity online and to have it available to both 
customers and INDOT users.  There are no automatic updates done by the 
system and accuracy depends on the user, as it is a manual entry system.  
Do not consider on the additional charges data t 

Process 
9.8.1. Access the Application / Permit Details page (Figure 9-18) by clicking 

a tracking number or permit number of any submitted permit 
throughout the site. 

 
Figure 9-18.  Application / Permit Details Page 
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9.8.2. Click the Additional Charges link in the lower left navigation (Figure 
9-18) to access the Addendum Confirmation (Figure 9-19). 

 
Figure 9-19.  Additional Charges Page 

9.8.3. Clicking the Close button on this page will return the user to the 
Application / Permit Details page. 


